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2 May 19508

HEMORANDUM FOR: ALL Members of the Planning Staff, OL

SIBIRCT Proparation of Paperwork

iaterizl in DRAFT Fori

i. Materiel will be prepared in dreft form on any plan, study,
or comprehensive repord covering an entire project, as well as on any
paper requiring concurrence or signature of the Director of Logisties
or higher officer.

2, Thege drefts do not necessarily heve to de perfectly clesu.
i{e&dahle changes in pen or peneil will te acceptable as long es the
meaning ls clemyr. Branch Chiefs will submit thein to the Deputy Chief
or, iF directed, to tie Chlef.

2. The purpose of the draft 1s to bring in everybody's thinking,
inclvding the Chief's, on planning or policy papers. A draft also
avolids the necessity of retyvping aad assembling a complete paper with
21l ccples, roubing sheets, ete., on these type actions which are
vsually changed or modified.

Coopleted Steff Paper

L, 811 other remoranduns, cables, and pepers will be prepared in
final form.

5. 411 materisl in fipal form will be routed from Branch Chiefs
to the Deputy Chief vie the Administrative Assistent
unless obtherwise directed by the Chief, Planning Steff.

6. The purpose of all meterisl being routed through the Admin-
strative Assistent |G i tbat sbe may be kept informed at
c.il times of subjechs with which this Steff is concerned and that she
may review seme for format, punctuation, typing evrors, etc. A con-
pleted Staff paper umst be absoluiely sccurste in every detail.

Chief, Planni »
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